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I. AUTHORITY: 
 
 Deputy Secretary of Youth Services as contained in La. R.S. 36:405.  Deviation 

from this policy must be approved by the Deputy Secretary. 
 
II. PURPOSE: 
 

To establish the Deputy Secretary's policy regarding the use and administration 
of the LaCarte Purchasing Card and Program. 
 

III. APPLICABILITY:  
 
This policy shall apply to all Youth Services (YS) employees designated as 
authorized users and/or administrators of the LaCarte Purchasing Cards and 
their supervisors. 
 

IV. DEFINITIONS: 
 

LaCarte Purchasing Card (P-Card) - A Visa card issued by Bank of America for 
the State of Louisiana.  This card enables state employees to purchase items 
with the convenience of a credit card, while providing management with a means 
of maintaining control over those purchases. 
 
Office of Management and Finance/Purchasing (OMF/Purchasing) – A unit 
within Youth Services responsible for the requisitions and purchases of the 
agency. 
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Unit Head - Deputy Secretary, Facility Directors, and Regional Managers.  

 
YS Central Office - Offices of the Deputy Secretary, Undersecretary, Deputy 
Undersecretary, Chief of Operations, Assistant Secretary, Deputy Assistant 
Secretaries and their support staff. 

 
YS Program Administrator – The OMF/Purchasing employee designated by the 
Department Head or his/her designee to manage the Agency LaCarte 
Purchasing Card Program. 
 

V. POLICY: 
 

It shall be the Deputy Secretary’s policy that all employees responsible for the 
use and/or administration of the LaCarte Purchasing Cards and Program shall 
comply with all laws, regulations and executive orders to ensure proper control of 
state finances and maximum competition among vendors. 
 

VI. RESPONSIBILITY: 
 
 A. The YS Program Administrator shall serve as central point of contact to 

address all issues and changes necessary to the overall program and to 
coordinate such changes with the Office of State Purchasing. 

 
B. The YS Program Administrator shall be responsible for the administration 

of the purchasing card program and compliance with state guidelines in 
the Division of Administration Louisiana LaCarte Purchasing Card Policy 
and the State Accounting and Purchasing Card Manual.  

 
C. Unit Heads shall be responsible for ensuring that staff comply with 

purchasing procedures as established by OMF/Purchasing. 
 
D. No purchases shall be made without prior approval from YS Central Office 

Budget and the OMF/Purchasing Director or his/her designee. 
 

VII. CARD ISSUANCE: 
 
 A. Cards shall be issued in the name of State of Louisiana employees only. 
 
 B. Cardholders shall be approved by the Deputy Undersecretary. 
 
 C. Cardholder shall secure and control card at all times. 
 
 D. Cardholders shall sign a Cardholder Agreement form and complete 

training prior to a card being issued. 
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 E. Cardholders shall be given a copy of the State and YS policies and 

procedures for the LaCarte Program. 
 
 F. Cardholders shall notify the YS Program Administrator if fraudulent 

charges are noticed, as the card may need to be cancelled and another 
card issued. 

 
 G. Cardholders shall notify the YS Program Administrator if use of a card has 

changed and lower or higher limits are necessary. 
 
 H. Cardholders shall never accept cash in lieu of a credit to the purchasing 

card account. 
 
 I. Cards shall be embossed with State of Louisiana, Department Name, 

Employee Name, Employee account number and State tax-exempt 
number. 

 
VIII. CARD USE: 
 
 A. LaCarte is limited to use: 
 
  1. By individual state employees authorized by the Department Head 

or his/her designee. 
 
  2. By cardholder only. 
 
  3. For official state use only. 
 
  4. LaCarte shall not be used (regardless of dollar amount): 
 

a. For personal use. 
 
b. For Gift Cards and/or Gift Certificates, as they are 

considered cash and taxable, without prior approval by the 
Office of State Purchasing. 

 
c. To avoid appropriate procurement or payment procedures. 
 
d. To access cash. 
 
e. For travel or entertainment services unless written 

permission has been granted by the Office of State 
Purchasing. 
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f. For alcohol. 
 
g. For fuel and maintenance.  However, in the event that the 

program is not covered in a certain area then the purchasing 
card may be used and files must be completely documented. 

 
IX. CARD MISUSE: 
 
 A. Fraud Purchase – any use of the procurement card which is determined to 

be an intentional attempt to defraud the state for personal gain or for the 
personal gain of others. 

 
  1. An employee suspected of having misused the procurement card 

with the intent to defraud the state shall be subjected to an 
investigation. Should the investigation result in findings which show 
that the actions of the employee have caused an impairment to the 
state service, and should those findings be sufficient to support 
such action, the employee shall be subject to disciplinary action. 

 
  2. The nature of the disciplinary action shall be the prerogative of the 

appointing authority and shall be based on the investigation 
findings and the record of the employee. Any such investigation 
and ensuing action shall be reported to the Legislative Auditor and 
the Director of the Office of State Purchasing. 

 
 B. Non-Approved Purchase – a purchase made by a State cardholder for 

whom payment by the state is unapproved. 
 
  1. A non-approved purchase differs from a fraud purchase in that it is 

a non-intentional misuse of the procurement card with no intent to 
deceive that agency for personal gain or for the personal gain of 
others.  A non-approved purchase is generally the result of a 
miscommunication between a supervisor and the cardholder. A 
non-approved purchase could occur when the cardholder 
mistakenly uses the procurement card rather than a personal card. 

 
  2. When a non-approved purchase occurs, the cardholder shall be 

counseled to use more care in handling of the procurement card. 
 

a. The counseling may be in writing and maintained in the 
employee’s file for no longer than one year unless another 
incident occurs. 
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   b. The employee may be made to pay for the item purchased 

inappropriately. Should another incident of a non-approved 
purchase occur within a 12 month period, the appointing 
authority may consider revocation of the procurement card. 

 
X. SALES TAX: 

 
A. State sales tax should not be charged on card purchases. 

 
B. Cardholders shall make every effort at the time of purchase to avoid being 

charged state sales tax. 
  

C. In the event state sales tax is charged and a credit is warranted, it shall be 
the cardholder's responsibility to have the vendor-merchant (not Bank of 
America) issue a credit to the cardholder's account. 

 
D. It is State policy not to pay sales tax.  Corrective action shall be taken if a 

cardholder continually allows taxes to be charged to the card. 
 
XI. DOCUMENTATION: 

 
A. Cardholders shall ensure that documentation is adequate and sufficient to 

adhere to State Purchasing guidelines and Accounting guidelines for 
recording of expenditures.  
 

B.  Documentation is required for all purchases and credits.  
 

C.  YS Central Office Purchasing will maintain a permanent file of all 
supporting documentation in accordance with record retention laws. This 
file will be subject to periodic review by the Office of the Legislative 
Auditors and any other duly authorized auditor. 

 
XII. OMF/Purchasing and Accounting shall ensure that necessary procedures and 

controls are in place for prompt payment, reconciliation and cost distribution of 
charges and credits. 

 
 
 
Previous Regulation/Policy Number: N/A 
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